A practical guide to developing and facilitating workshops based on the Collegial Cultures Toolkit and ‘micro’ toolkits

What is it?
This guide is designed to support staff to run short, effective workshops using the tasks and resources available in the Collegial Cultures Toolkit.  
Who is it for?
Any researcher at any career stage who has identified a development area or skills gap and want to use the toolkits to stimulate discussion and identify actions.  
How can it be used?  
The guide sets out a suggested format for a 60-minute workshop.  It includes things to think about before the workshop and questions to support group discussion and action planning.  Colleagues may also find the guide helpful when using the toolkits for self-development.  
Before the workshop: 
· Familiarise yourself with the content of the Collegial Cultures toolkit and select information, advice, activities, and resources most relevant to the development needs you’ve identified.
· Select the tasks/resources that will be used in the session – these can be from the toolkit as well as based on wider research you’ve done
· Book a suitable room and invite your team/colleagues to the session explaining what the workshop will be covering and why.  
· Ensure attendees are aware of and can access the Collegial Cultures Toolkit prior to the workshop
Suggested Format
	Timings – 60 minutes
	Activity
	Resources

	5 minutes
	Welcome and introduction Including why topic was chosen and what you’re hoping people take away from the workshop. A short overview of the tasks/resources that you have selected
	Facilitator

	15 minutes
	Attendees select (or can be assigned) a topic to learn more and explore together There will never be enough time for people to explore for as a long or as deeply as they would often like.
Encourage colleagues to see the workshop as a starting point.  Consider providing specific questions for them to explore to give their reading and research structure and intention.
	Facilitator, toolkit, other resources (online, handouts, videos, etc), laptop 

	20 minutes
	Attendees discuss the resources or work to complete the tasks in groups Ask them to discuss the following questions and be prepared to feedback to the group: - What were your key takeaways? - What resonated with you the most? - How can you put insights into practice?
	Flipchart paper, pens, post-its, Padlet, &c

	15 minutes
	Each group feeds back to the wider group with their key takeaways and what could be put into practice. Invite other groups to ask questions and encourage attendees to link their thinking back to the workplace.
	Note-taker, auto-transcription

	5 minutes
	Personal & group reflection and commitment to action Attendees encouraged to reflect on the discussions and commit to at least one action after the session. Questions to aid reflection: - What one thing will you do differently when you get back to the office/lab? - What other resource(s) do you want to find out more about? When will you work on them? - How and when will you put into practice what you have learned? Agree follow up actions from the workshop (see below).
	Note-taker, auto-transcription for follow up actions only




Follow up:  
Wherever possible bring the group back together 4-6 weeks later (this could be as part of a regular team meeting or set up as a specific short meeting). 
Ask all attendees to look back on their commitment and discuss how they have (or haven’t) met that commitment.   
If they have met the commitment: 
What are you going to do next? (e.g. are there other development opportunities, other opportunities to practice, sharing with others in the team?)
If they haven’t met the commitment: 
What has prevented them from meeting their commitment?  What can they realistically commit to now?   What support might help them?
If applicable, schedule another Collegial Cultures Toolkit workshop.
